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Use this checklist to ensure that your Position Task Book (PTB) will be completed timely, and ultimately certified, by your Agency. During certification, your Task Book is reviewed by your supervisor, your Fire Management Officer, and then presented to the Fire Qualification Review Committee (FQRC). If recommended for approval, the Agency Unit/Forest FMO will then certify the Task Book, and you will be fully qualified for the position.  Inadequate or incomplete documentation in, or required with, your Task Book, will delay or halt the entire process.  Task Books, and all supplement documentation, must be complete. Signatures and other omissions may be difficult or impossible to obtain after returning from the field.  Proper, and timely initiation, completion, and certification of the Task Book is your responsibility. 

Prior to initiation…………
· Before initiation of a Position Taskbook (PTB) consider and consult with fire staff, regarding course experience, prerequisites and training opportunities to meet PTB time constraints.
· Consult PMS 310-1 for position requirements on required training and prerequisite positions.
· Trainee can have a maximum of two PTBs in a function area and six total PTBs open at any time. 
· Fill out the “Interagency Position Task Book Request Form”.
· Review completed request form with your supervisor.
· Supervisor/ Trainee will forward form to Zone FMO.

Initiating your Task Book……..
· Once the request form is completed the PTB will be initiated by:
·  BLM: Zone FMO	 FS: Forest FMO
· Zone FMO will notify to the Fire Qualification Review Committee of the PTB request.
· Position Taskbooks (PTB) are valid from 3 years of initiation.  Upon documentation of the first task in the PTB, the 3-year time limit is reset from that new date.
· Remember to take PTB on all assignments, training, projects, and simulations.

Completing your task book…..
· Can only work on one trainee position and have one evaluator per operational period. (For example positions and evaluation dates should not overlap operational periods.)  
·  Ensure Incident/ Event coding used matches the incident you are on.  
· O = other, I = incident, W = wildfire, RX = prescribed fire, W/RX = wildfire OR prescribed fire and R = rare event. 
While on assignment….Trainee should ensure each evaluation record includes
On Type 1 and 2 fires checking with the Incident Training Specialist, if staffed, will help having your PTB filled out correctly.
· Evaluator Information
· Evaluator Name, Title, Phone #, 
· Incident Information
· Incident Name, Incident Location  
· Specific number and Type of resources that are relevant to the position
· Dates including year, especially duration.  Should match operational periods for that position evaluation, and should be chronological with the other assignments and initiation dates
· Evaluator Recommendation
· Recommendations and tasks accurately reflect your assignment and ability to perform the job. 
· Tasks
· Tasks are initialed and dated accurately upon completion, or prior to a different evaluator or record.
· Request an Individual Performance Evaluation for each evaluation record including local assignments.
· Make a copy of the evaluation record and send to the IQCS account manager after each evaluation for incident entry.
· If Evaluator is recommending trainee for certification
· Ensure they also fill out the Final Evaluator Verification block on page 2 completely.  Phone number should be current and valid
· Throughout the life of the PTB, make copies for yourself in case of loss or damage.

Prior to submitting your PTB…………..
· Ensure PTB meets standards meets local FQRC standards. 
· Most positions will need several quality assignments to demonstrate competence.  Regardless of experience outside or prior to the particular position task book.  As a minimum, all task books need at least 2 different evaluators with tasks signed to be certified.
· A Crew is defined as a minimum 16 firefighters.  
· Diversity, duration, and quality assignments are subjective.  Off unit/type 1, 2 assignments may be needed for certain trainee position.
· Additional training and previous task book entries will be considered, but will not minimize the standard and completeness of the PTB being considered.
· Review PTB, ensure all blocks are filled out properly, and consult with supervisor if unsure.
· Confirm evaluators have completed their pages and initialed blocks correctly
· Refer to PMS 310-1 for changes or additions in position requirements on required training and prerequisite position.
· When PTB is completed and ready for certification review it with your supervisor
· Supervisor/ Trainee will forward completed PTB to Zone FMO
Position Task Book Certification Process and Considerations
· Zone FMO will initiate the Decision Record form for consideration at the FQRC.
· FQRC will meet up to 4 times per year if necessary.
· An advocate, who may be your supervisor, will present the PTB to FQRC.
· Approvals and Denials are documented upon completion of “Decision Record” based on the recommendations from FQRC
· The decision will be passed down from the Zone FMO to the Supervisor/Trainee
It is your responsibility to keep a file of all documentation associated with the PTB process.
